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GENERAL

The yurpose of this xegulation is to prescribe policiss and procedures

with respect to the moquisition apd utilization of varioms types of

offl ce business machincs and equipoemt.

POLICIES.,

a, The utilisgatior of office businesa snchines and eguipsent vhich
will imgrove efficisncy is copsistent with the Central Intelligesce

b. Centralised punched card, dupliostisg, reproduction and recording
facilitics have been estmblished within CTA, Such facilities shsil
Be utilised by two or sore organizations) casgposents wherever
feasible, and no nmew or standy mackines or equipment sbhall be
parchased where existing facilitiss are ndoguate., Separate instells-
tions will be established only when justified by remsons af econguy,
security, or other egually wvalid criteria,

c. fgecial machines or equipment shall be purchesed puly when standeré

&, Each office and Senior Staff bead shall be responeible for mam.'iw
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fall ubilization of existing equipment and for suthentieating
and Justifying requests forr adéditions] muchines or eguipnent
1h relation to the Menagement Improvement Progren of his Office

o Stelf.

Reeh supervisco: who bas, withis bhis jSurisdiciion, office busineas

spacial or wdgue flling sad culisting devices. Conducting
neceasary surveys %o deteraine whether requapts are Justified,

o disspprovel of reguimiticss.

M’“‘ on cedar pr Einsemtimend.
(¥} Developing wnifere procudnres for reserding punchad eard
nedhdoe tme, Sdle time and desin time, ia odufuectisn with
the supervisars of paached card instalistious.
{5) Comdusting swevers o U Sihesios sad DRIt

A~
\.-(, e g ey

Approved For Release 2002/08/23 : CIA-RWAOOMOOMOOH-O

2

25X1



Approved For Release 2002/08/23 : CIA-RDP60-00213A000100010013-0

25X1
_ Buperrvasent
Peossder 1993

related thereto.
{(6) Inc oo with the vmer and any other components
of the Ageney who may be able to contyitute stsistance,
mmmmxmmmm&w
m of spectal sechises wid. oquigaent. —— | U
de mwmmwmfwmgmxmmmm~
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8 Wmtmm,wwmwmmm
mechines or eguipsent shall be forweerded to the CIA Management
Justificeticn ahall be signed by the Office or Besior SHAff head -
or his suthorised represertative, and siell contsin, as a
nixtmon, the following iefernation:

(1) Hature of the work to be perfommed using the equipment
requisitioned,

(2) Zessons for inability to use existing centrel feciltties
or poul feeilities,

(3) Venmer in whick the aceuisition of the rachires or equipment

will reiste to the Hansgement Inprovenesyt Progrem of the Office

or Btaff,
(4) Estimated anmel savings and chlculations reloted thereto,
sueh 88 mzma!mkm&mmmmm
b. Requinitions on viich the W&w recomretds
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